
APPLICATION FOR RECORDS RETENTION SCHEDULE 

I. Dates of Series 
iarliest , Latest 

INSTRUCTIONS: See Publication No. 7 6 R M - 1  for instructions on completing this form! Forward signed original to 
Department of Archives and History. Records Management Division, 330 Capitol Avenue. Atlanta, Georgia, 30334, 
Attention: Scheduling Section. 

5. Rea~rds Seria-l%e (followed by title used in office; if different) 

FOR AGENCY "E 1 1. Agency Address 
,ooliwtion Date 

FOR RECORDSYANAGEMENT USE 

No Change 

1. Remrd Series Dercription 

Documents relating to: 

This file contains the following documents (include form numbers and rifles, if any): 
Attach samples of the file. 

Included are: 

File i s  arranged: 

- 
5. MonthlyReferenm Rate 

One to six months old 

twenty-five months and older ? 
3. Annual Rate of Ammuladon of ReaDrds 

Letter-size drawers : Legal-sin drawers : Shelves ' ;Other (rpecify) 

How often are records referred to which are: 

; Seven to twelve months old ; Thirteen to twenty-four months old 

R--50-71. Rev. 76 IOVrl 



jE 1. I 

contain confidential information requiring security handling? If yes (cite law or rdulation. ‘i 

tion contained in th i s  series ever analyzed and/or ramded in a wmmarized report? 

ion of th i s  series in your office, or In another office or agency? 

Retention Requlrements The following requires the series to be kept: 

a. State Law years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need years. 
c. Federal law years. f. Federal retention instructions years. 

Attach copy or exert of laws or regulations. Explain administrative need. 

.. 

__ 
2. Approved Disposition Instructions This agency recommends that the file series be cut off a t  the end of each: 

0 Calendar Year; 5 Fiscal Year; 0 Other 

monthts) 1 yearb); then 

- 
then, 

IX Hold in the current files area 
Transfer to local holding area; hold 

0 Transfer to State Records Center; hold - year(s); then 
0 Destroy. 
Po Transfer to State Archives for permanent retention. 
0 Other (Specify) 

year(s); then 

, 

These instructions apply to a l l  prior and future recumulations of the series. 

3ecommendations in pua-  
raph 12 we approved. 
‘If diwpprowd, ~rrsd, k m  
,f explanatim.) 



APPLICATION FOR RECORDS RETENTION SCHEDULE 

Attention: Scheduling Section. 

FOR AGENCY USE 1. Agency Address 
Department of Education 
Office of Vocational Education 

Application Number Atlanta,  Georgia 30334 

FOR RECORDS MANAGEMENT USE 
Awlication Number 

Telephone Number 

a e L -Cra ig -~ -  .... ~ ... . . . -. - &rninistratiue_Secretaq-gh&J11 - 
3. Action Requested 

a. 
b. 
c. 0 Amend Application No. - Check One: 0 Change; 0 Supercede; 0 Void 

5 Establish Retention Schedule; record will continue to accumulate. 
U Dispose of present accumulation; no further accumulation anticipated. 

4. Dates of Series 
Earliest Latest 

5. Records Series Tit le (followed by title used in office; if different) 

... ~ .. - ~ 

OVE General Subject F i l e s  

r- 
1972 . 1 To Date 

The Off&e of Vocational Education (OVE) i s  responsible f o r  providing executive management 
and leadership for  the state vocational education' program; for  the  development, execution 
and maintenance of the s t a t e  plan fo r  vocational education; and fo r  ass i s t ing  the 187 
school system and 24 area vocational technical i n s t i t u t ions  i n  providing e f f ec t ive  
vocational education pr'ograms tha t  meet the needs of local  canmunities throughout Georgia. 

- ~- 
6. Division and Office Function What i s  the function of the Division and the Office in which this record series i s  created? 

I 
. 

7. Record Series Description This f i le contains the following'documents (include form numbersand titles, if any): 
Attach samples of the file. 

Documents relating to: administering the  OVE. 

included are: needs survey questionnaires sent  t o  schools, governmental agencies, the  public 
professionals,  e t c ;  copies of spec ia l  s tud ies ,  surveys, and reports  concerning 
Voc. Ed. programs and projects  prepared by consultants,  special  Governor's 
Committees, task forces ,  e tc . ;  correspondence, memoranda and brochures 
r e l a t ing  t o  meeti , pol ic ies ,  programs, professional associations,  etc. ;  

t rave l  requests and related expense statements; planning documents; and other 
documents re la ted t o  the administration of t he  Office of Vocational Education. 

canmunications w i t  T i n t e r  and intradepartmental personnel; budget material;  

File " arranged: chronologically by f i s c a l  year; thereunder alphabetically by subject .  
_____ 

8. Monthly Reference Rate How often are records referred to which are: 

9ne to six months old 2o : Seven to twelve months old 2o ; Thirteen to twenty-four months old lo -: t 
months and older 5- . -? 
of Accumulation of Records 

Letter-size drawers -; Legal-size drawers Shelves -:other ( ~ ~ i f y J  2 la ter ia l  drawei 

AR-50-71: Rev. 76 



~~~ ~_ ~ __._.._- ~ ~~ ~ .. - 
,l s. El NO I 10. Questionnaire (Place an "X" in the proper column) . 1 

a. I s  this the official copy of the series? 

b. Does the series pntain confidential information requiring security handling? If yes, cite law or regulation. 

d. Does this series have historical or long term research value? Archiyes has evaluated files. 
e. When one or two documents in the file make it necessary to.keep the entire f i le  for a long period, could these 

f. I s  the information contained in this series ever oublished? If ves. attach COW. Some committee reports, etc. 
g. I s  the information contained in this series ever analyzed and/or recorded in a summarized report? 
__ltues~&tachmrw-~- ~ ~~ ~ ~ .- .. . ~ 

h. I s  there a duplication of this series in your office, or in another office or agency? 

~ If not. whw&.il? - ~ . .~ __ ~ 

~ ~~ c. Is this a vital redgrd? .- .~ ~ .. 

. . - -. - __--~ 

6 7  __ ~ documents be rchec!!Iedarate!x?. . ~ ~ - -~ ~ ~ -~ 
,. I 

__ 

__ ~~ ~. .. __ __ I f . y e L w h e l e ?  - ~~ ~ -~ ~. .- .. ~ =~ 

i - k & - h k  series lo( a~majouwxio~ ofitLresularJrmiiaQfiImed? 
1. Do es the record series result in a CcmpLit er orintout? 

__ . .  
._ 

ion Requirements The following requires the series to  be kept: 

a. State Law ~ - ~ ~ - - . - y e a r s .  d. Audit period years. 
b. Statute of limitation years. e. Administrative need E- 2 --years. 
c. Federal law .~ ~ -.years. f. Federal retention instructions --years. 

Attach copy or excert of laws or regulations. Explain administrative heed. I 
I ,  . 

: <  
Based on administrative requirements. 

, .  . I .  , 

I :  , . .  . .  . .  . . 
-~ ~ - ~~ ~- .~~ ~ _ _ ~  . .  __~_ __ ~ , ., 

. .  
then, ~ ' .  ' 

Q Hold in the current files area -~-month(s) 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold -.--year(s); then 
0 Destroy. 
R Transfer to State Archives for permanent retention. 

2 year(s); then 
-year(s); then 

Recommendations 


